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Introduction

This section of the user manual contains the essential information for the user to make full useMEkheLicense
Portal. This manual includes a stdyy-step walkthrough for system access and use, as well as a true depiction of the use
experience based on the current state o$itee

Getting Started with MMCP eLicensing

The MMCP eLicensePortal is a tool that is used to manaljgenserequests and applicationsianage employee

applications and statuyand submit payments to the Ohio Department of Commerce Medical Marijuana Control Program
for licensees who have been awarded a license to cultivate, process, or conduct testing for #hé/lslgidiana

community in Ohio. In order to begin using MMCP eLicen® Portal as a licensee, the account holgevner oror

account designéevill need tocomplete thesLicensng User Access forrand submit taviIMCPLicensing@com.ohio.gov

. The user accessquesform should be provided to the Medical Marijuana Control Program to establish and manage
those users who will either need or no longer need access to the businessiafmrawation through th&IMCP

eLicen® Portal. The user access request form should be submittddItoPLicensing@com.state.oh.with a subject

l ine including the business name and the phrase 6buser

MMCP eLicensauser access request forms should only be submitted for Licensed/Badged employees.

Once a user has been establishethk department, an email will be sent to the users email address with instructions on
how to proceedlhe email is coming from Salesforce and may end up in your junk/spanmAnoaxxample of that email
is included below for reference.

Hello MMCP:
Thank you for registering with the Ohio Medical Marijuana Control Program’s Licensing System!
The Licensing System will allow you to manage your account with the Medical Marijuana Control Program.

To activate your account and get started, please go to https://ohiocommerce--
mmecplwecuat.sandbox.my.site.com/MMCP/login?
c=0E4rkNP1FDXnWrTVkbyQwQiNOiH88.CDfIEYyu8lgbhsallrg.29hu3DcyGeg aXMzpSldy3ZkjeFgiDgdPc4l)871INZBt
ud.melsKOOGEydLIIWIi0v5plGopM8D5N6dfXIdBRNSoOvSHW 3X0EtcvriKlxyauKdzd OZcctdnumyl8yG5R57Pap.rsoo
2RKfUXAOQ4RNQSh

Your username is: amy.white@com.ohio.gov

Please bookmark the Licensing address for future use: https://mmcplwcuat-ohiocommerce.cs133.force.com

Please contact mmecplicensing@ com.ohio.gov if you have any questions.

Sincerely,
MMCP Licensing Team
Medical Marijuana Control Program

Upon seleting the hyperlink to activate the account, the user will be prompted to create a password for their account. T
ensure the user account is secure, the new password will need to meet the minimum qualifications of 10 characters me
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up of at least 1 lettefi number, and 1 special character. If the entered password does not meet the minimum
gualifications, the system will prompt the user teenger a qualifying password until one is established.

Change Your Password

Enter a new password for
damion.smith@com.ohio.gov. Your password must
have at least

10 characters

1 letter

1 number

1 speciai character @)

Nevs Password

* Confirm New Password

Please note that each user may be prompted to resqtdbsivord periodically due to the standard system security policies.

After a qualifying password has been established, the user will be directed/d@fe eLicen® Portal home screen where
the user will have the ability to manage active facility licenses, employee licenses, and pay any outstanding fees to
Medical Marijuana Control Program.

. ° .
Ohio.gov |3p...'.'.'.‘::'£‘°f MMcP 8,

Home  Managelicenses ~Manage Employees  Manage Payments

Welcome to Ohio Medical Marijuana Program's Online System

Apply now

Upcoming License renewal Upcoming Employee renewal
(Q  Viewalllicensesthat will need tobe (  Viewalllicenses that will need to be
renewed before expiration date. renewied before expiration date.
Pending Applications Viewall Payments Due Viewall
ACTIONS LICENSE TYPE APPLICATION ID /APPLICATION TEMPLATE APPLICATION STATUS 'CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED
10012436 54500000 12/6/2022
1-0012435 $10,000.00 12/6/2022

10012434

$90,00000

12/6/2022
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Logging in to the Portal

To log in to theMMCP eLicensdPortal a user must enter the username and password established at registration. The
MMCP eLicen® Portal can be found at the following URLttps://elicense.com.ohio.gov

The user will be directed to the following login page:

. -
Ohio.gov |gehartmentof Loors 8

SR
3 Q77 ) N
SIS ) Medical Marijuana Control Program
A
fql'ﬂ ﬁ Home

*Usern:
Please Login
£mail
« Medical Marijuana Control Program Online services offered by the Department of Commerce require login for security reasans.
Password
Paseword « If you are an existing user, please enter your user name and password to Log in. Userame is your email address

Forgot your password?
Create an Account

If an invalid username and password combination is entered, thevilider prompted to check the entry to ensure that
the username and password are entered correctly. The user will have the opportunity to tryptmgitimes If the
user is unable to successfully login after 5 attempts, the user will be lodkied aperiod of24 hours

Department of

Ohio.go\f Commerce

Medical Marijuana Control Program

Home > Login

*Username

MMCPUser@com.ohio.gov

* Password

Your login attempt has failed, Make sure the username and password are correct.

Forgot your password?
Create an Account
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If the user selects thfeorgot Your Password?link, the user will be directed to another page where the user will be
prompted to enter a username.

: De f
Ohio.gov | 2arment

Ohio.gov |2fmmmert"

Medical Marijuana Control Program

Reset Password

Please enter your email and click the Submit button to reset your password.

MMCPUser@com.ohio.gov A link with instructions will be sent to your registered email

csword
= Usemame

Email

Your login attempt has failed, Make sure the usernzme and password are comect

Login

Upon selecting th&ubmit button, an email will be sent to the entered username with instructions on how to reset the
associated account password. If the user has had 5 incorrect attempts to login and sEtagistteur Password?

link, the user will receive an email statitigat the user will be unable to login until t&éhourlock-out period has

expired.

Check Your Email

‘We've sent an email with a link to finish resetting your password.

Can't find the email? Try checking your spam folder.

If yvou still can't log in. have us resend the email or contact your administrator.

5|Page

Medical Marijuana Control Progran©hio Department of Commerce. All Rights Reserved.



Ohio Department of Commerce
Medical Marijuana Control Program

Upon successfly logging into theMMCP eLicensdPortal, the user will be directed to the accolt®@ME pagewhere the
user will have access to manage active facility licenses, employee licenses, and pay any outstanding fees to the Me
Marijuana Control Program.

s Dey f MMCP @
Ohio.gov | Zhmmes® av

Medical Marijuana Control Program

Home Managelicenses ManageEmployees  ManagePayments

Welcome to Ohio Medical Marijuana Program's Online System

Apply now

Upcoming License renewal Upcoming Employee renewal
() Viewslllicenses thawill nesd tobe (O Viewsalllicenses that will nesd tobe
renewed before expiration date. renewed before expiration date.

Pending Applications Viewall Payments Due Viewall
ACTIONS LICENSE TYPE APPLICATION ID APPLICATION TEMPLATE  APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED
10012436 $45,000.00 12/6/2022
10012435 $10,000.00 12/6/2022

1-0012434

$90,000.00

12/6/2022

Navigating the MMCP eLicens Portal

TheHOME page of theVIMCP eLicensePortal serves multiple purposes. The user will have the afilitgkly navigate

to key functionality such a8Apply nowo for any application/request to the MMCP and view upcoming renewals, pending
applications, and outstanding invoices.

Ohio.gov |m°""‘“"'°' e 8,

Home  Managelicenses  Manage Employees  Manage Payments

Welcome to Ohio Medical Marijuana Program's Online System

Apply now

Upcoming License renewal Upcoming Employee renewal

(O Viewalllicenses that will need to be (Q | Viewalllicenses that will need tobe
renewed before expiration date. renewed before expiration date.
Pending Applications View 3l Payments Due
ACTIONS LICENSE TYPE APPLICATIONID APPLICATIONTEMPLATE  APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED

v Cutivator Level | AD0014964 Sultivator Lesli New Submitted, oot paid 12/6/2022 10012436 $45.00000 12/6/2022
e Processor Co-Owned Co- 10012435 $1000000 121612022

v Processor CoOwned Co- 400014963 Located Packaging and Subrmitted 12/6/2022
Locay Labeling Application 10012434 $90000.00 12/6/2022

From theHOME page you can quickly acce&pply Now to apply for any applicatidneqestto the MMCP
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This currently includes:
All License Types New Employee, Renew Employee (if applicable), Renew License (if applicable)
Cultivator License Types Strain NameRequestAdvertisemenRequestEvent Advertising & Participation
RequestBond Reduction Reqse
Processor License Type#&dvertisemenRequestEvent Advertising & Participation Request, Bond Reduction
Request, Packaging & LabelifRpquest
Testing Laboratory AdvertisemenReqLest Event Advertising & Participation Request, Bdreduction
Request

All applicationsexcept New Employee, Employee Renewal, and Renew a License can be foundipuhyléor a
Change Request

All applications are auto saved once started and can be retrieved in draft mode for completidmasglon. Once an
applcation is submitted it can no longer be modified.

Department of \N::DA v

OhiO.QW |commm|

Medical Marijuana Control Program

Home Managelicenses  Manage Employees  Manage Payments

Steps

© Whatdo you want to do Today

From theHOME pageyou can quickly view all pending applicationgh the following statuse®raft, Submitted not
paid, orSubmitted Themost recenpending applicationdisplay upon page loadClick View all next toPending
Applications to view all applications in these statuses.

Mmce @
Department of MCP S v

Ohio.goV |Cemmerce

Medical Marijuana Control Program

Home  Managelicenses  Manage Employees  Manage Payments

Welcome to Ohio Medical Marijuana Program's Online System

Apply now

Upcoming License renewal Upcoming Employee renewal
(Q  Viewslllicenses that wil need tobe (Q  Viewslllicenses that will need tobe
renewed before expiration date. renewed before expiration date.
Pending Applications Payments Due View al
ACTIONS LICENSE TYPE APPLICATION ID APPLICATIONTEMPLATE  APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED

v Cultivator Level | A00014964 Submitted, not paid 12/6/2022 1-0012439 $100.00 12/6/2022

1-0012436 $45,000.00 12/6/2022

v Processor Co-Owned Co- A00014963 Locat nd Submitted 12/6/2022
Located L B licati
Labeling Application 10012435 $10,000.00 12/6/2022
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From theHOME page you can quickly viewlautstanding invoices. ClicKiew all next toPayments Dueto view a
complete list of unpaid invoices.

: MMCP 8, v
Ohio.gov | 2amment™ MM

Medical Marijuana Control Program

Home  Managelicenses  Manage Employees  Manage Payments

Welcome to Ohio Medical M a Program’s Online System

Apply now

Upcoming License renewal Upcoming Employee renewal
(Q  Viewalllicenses that will nesd tobe () Viewalllicenses that will need to be
renewed before expiration date. renewed before expiration date.

Pending Applications View all Payments Due

ACTIONS LICENSE TYPE APPLICATION ID APPLICATION TEMPLATE APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED
v Cuttivator Level | A00014964 E,;‘;“o:x;;ﬁ‘:';‘;‘ Submitted, not paid 12/6/2022 10012439 $10000 12/6/2022
Processor Co-Owned Co- 10012436 $4500000 12/6/2022
v frucemar CoQummi o X00014960 Located Packaging and Submitted 12/612022
i HIRS AR 10012435 $10,00000 12/6/2022

From theHOME page you can quickly see if you ha@empany Licenses or Employee Licenses ready to renew. All
license types are available for renewal 90 days prior to the expiration date.

. MMmcP @
Ohxo.gov|3:‘,',‘,‘:,';“°' MMCP 8, v

Medical Marijuana Control Program

Home  Managelicenses ~ Manage Employees  Manage Payments

Welcome to Ohio Medical Marijuana Program's Online System

Apply now

Upcoming License renewal Upcoming Employee renewal
(Q  Viewslllicenses that will need to be (| Viewalllicenses that will need tobe
renewed before expiration date. renewed before expiration date.
Pending Applications View al Payments Due View al
ACTIONS LICENSE TYPE APPLICATION ID APPLICATIONTEMPLATE  APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED
v Cultivator Level A00014964 oo Lol Nuw Submitted, not paid 12/6/2022 10012439 $10000 12/6/2022
Processor Co-Owned Co- 1-0012436 $45,000.00 12/672022
v frocamon Codhmed Cos- M0014963 Located Packaging and Submitted 12/6/2022
Labeling Application 10012435 $10,000.00 12/6/2022
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The MMCP eLiceng Portal features interconnected moduletje Manage LicensesModule, theManage Employees
Module, and thdManage PaymentdModule. These modules can be accessed by selecting one of the tabs located in the
upperright portion of theMMCP eLicen® Portal.

Department of MMCP @+

Ohio.goV |cammerce -

R R T R T,

Welcome to Ohio Medical Marijuana Program's Online System

Upcoming Employee rer

Pending Applications views Payments Due

ACTIONS LICENSE TYPE APPLICATIONID APPLICATIONTEMPLATE  APPLICATION STATUS CREATED DATE INVOICE NUMBER AMOUNT DUE INVOICE CREATED

A00014964 Submitted, not paid 12/8/2022 10012436 $4500000 12/6/2022

10012435 000.00 12/612022

A00014963
10012434 $9000000 12612022

TheManage LicensesModule features a display where the user can view more detailed information of all inactive and
active facility licenses that have been awarded to the associated business. This is also the module where business lice
can be renewed.

. °
Ohio.gov | Oopartmant of MMCP 8 v

Medical Marijuana Control Program

Home Manage Licenses Manage Employees ~ Manage Payments

Home > Manage Licenses
Manage Licenses

Search Licenses

ACTIONS LICENSE LICENSE TYPE LICENSE CLASSIFICATION LICENSE STATUS EXPIRATION DATE
v MMCPPOO180 Processer Co-Owned Co-Located Certificate of Operation Active 12/06/2023
- MMCPC00207 Cultivator Level | Certificate of Operation Active 12/06/2023

TheManage EmployeesModule features a display where the user can view high level information of all inactive and
active employee licenses that have been awarded to the associated employees of the business.

The user will see the issued facility license number, theetsemployee license, the emplo§ekrst and last name, the
assigned employee type, the status of the employee licensex@ration dates. The detailed view of each employee
license has been addresgethe Manage Employeesectionof this manual.
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ACTIONS FIRST NAME 4 LAST NAME + Dnees ety EMPLOYEE TYPE + ey eEnsE AT TIoN

d Employee MMCPC00207 MMCPEQ&784 Type 1Key Active

Typel Active

Testcase MMCPP00180 MM Typel Active

12/5/2024
12/5/2024
12/5/2024
12/5/2024

Fre:

v Employee3 Test MMCPPQ0180 MM
Er
Employee! Testing MMCPC00207 MMCPE0S786 Type2 Active

lollele

TheManage PaymentdModule features a display where the user can view high level information of all outstanding fees,
receipts of previous payments, and previously paid invoices assawitlidie businesscaount for all facility licenses.

The user will see the various details throughout the payments module. This module has been subditvied into

sections Make Payment and ReceiptShe first sectionMake Paymentdists alloutstandingees and fines by the

invoice number for the associated business account. This section is the starting point for making payments to the Ohic
Department of Commerceéviore details on how to pay for an outstanding fee or finelbegs addressead the Make

Payments sectioof this manual.

The next section within thidlanage Paymentanodule is thdReceiptssection. This section lists all receipts for any
previous payments made by the associated business account. The user will see the receipt number, the amount paid,
payment method used when paying any fee or éind,the datéhe receipt was created. The detailed view of each receipt
has been addressiedthe Receipts sectiasf this manual.
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